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These are the instructions that are being supported by NHQ and Fort 

Collins.  Use of any other method is at your own risk!! 
 
This information is to help guide you through the CSP planning procedure in 
Toolkit.  These are slightly different from the instructions previously sent 
out that Iowa developed.  In SC we DO NOT want to create a new customer 
just for CSP.  The only reason to create a new customer is if they are NOT 
ALREADY IN the NCPD. 
 
 

1. Open Toolkit Preferences, select the Practice Narrative tab and 
unselect EPP and SP from the Conservation Practices table.  Existing 
Practice Payment and Stewardship Payment will be generated 
automatically in Protracts and are not to be planned in Toolkit.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. If you’d like to add Local Land Uses specifically for CSP in the Choice 
Lists tab under the Preferences you can do that also.  Just select the 
Choice List tab and in the Local Land Use box add, for example: CSP-
Crop, CSP-Hay, Incidental, etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Close the Preferences screen once you have finished. 
 

3. Open the Customer Folder and click on the Customer File tab.  Open 
the ToolkitGIS_Template.mxd to start a new map.  Once you have 

added your DOQQS, click on the New Toolkit Layer icon to 
create a new Planned Land Unit (PLU).  Change the Layer Name to 
CSP2005 for example).   
If you have a Common Land Unit layer in your county, use the CLU 
source and Query by Tract (or Farm) number to select all land units 
that producer designates as his/her Agricultural Operation.  Type in a 
tract number and click on search; repeat until all tracts needed have 
been highlighted.  Note: You can also search by farm number; this will 
pull all the tracts under that farm at once with out you having to 
enter each tract. 

(

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. BEFORE attributing the fields in each tract, aggregate multiple tracts 
into one CSP land unit, by merging all fields with the same land use, 
same SCI, same enhancements, etc. in each tract.  Only merge those 
fields that are eligible and then label them.  PLEASE MAKE SURE 
THAT THE FIELDS YOU MERGE TOGETHER ARE IDENTICAL IN 
EVERY WAY.  This is important because when you go to schedule 
practices on those fields, they all have to be the same. 

 

To merge fields:  Click on the Toolkit Digitizer tool    to start 
editing the CSP layer.  Use the Select Feature  icon on the editing 
toolbar to select the land units you wish to merge.  If you have 
multiple fields to select, hold the shift key and click on fields with the 
SAME land use, etc.  For example, if you want all eligible CROP fields 
with a SCI of 0.1 and an energy enhancement to be merged together 
in one land unit, you would select all the eligible fields using the Select 
Feature tool.  This will highlight them all in a bright blue color. 
 



Once all fields with the same land use have been selected, click on the 
M on the Land Unit Editor toolbar and merge all fields together.  
When the Select Merge Target dialog box pops up, click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After merging fields, make sure to SAVE EDITS each time.  Once you 
have finished merging everything, save edits and then click on Stop 
Editing. 

 
 

5. Select the Attribute tool   from USDA toolbar to attribute the 
CSP layer.  After selecting the land unit to attribute, delete the tract 
number (Toolkit and Protracts do not require tract numbers).  Fill in 
the attribute information, use the Local Land Use if so desired.   

 
Remember that merging fields is necessary to reduce the amount of 
contract items in the contract and the number of practices in the 
plan. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. After completing all attributes, save your ArcMap project as 
CSP2005.mxd (for example). 

 
7. Open up the Practice Schedule in Toolkit and expand the CSP2005 

plan.  Select each Land Unit and schedule any enhancements that are 
applicable for CSP.  MAKE SURE TO USE THE RECURRING 
BUTTON (R) IN TOOLKIT FOR ALL PRACTICES THAT ARE 
SCHEDULED FOR MULTIPLE YEARS.  DO NOT USE THE COPY 
ITEM BUTTON IN PROTRACTS. 

 
Remember that Conservation System Guides are NOT to be entered 
for enhancement practices.  If a land unit has only enhancement 
practices scheduled for it, then no guides are to be entered. 

 
8. Schedule any NEW practices that the producer is required to install 

if they intend on going up a level next year.  This is just to document 



what they are required to do to go up a level and to also report a 
planned practice. 

 
For new practices, make sure to enter a Conservation System Guide 
because those are reportable practices in Toolkit.  This is for any land 
unit that includes a new practice. 

 
9. Once all practices have been scheduled, open the Contract Wizard.  

Enter the contract identifier and select the CSP cost list for your 
watershed. 

 
10. Select each land unit and the corresponding component for each 

practice planned just as you would in any other contract.   
 

11. Once all contract items have been developed, click SAVE and then 
click FINISH.  There is no need to continue to Excel.  The Toolkit 
1155 document is to be ignored.   

 
12. Once the contract items have been developed, click on the Plan 

Wizard to produce the CSP plan for the producer. 
 

13. Once Plan has been printed, close the customer file and check it back 
into the NCPD so that you can upload the contract items to ProTracts. 

 
14.  Find the application and in ProTracts and then click on Upload Toolkit 

Contract.   
 

15.  In the Land Use Category screen, make sure to assign the proper 
category, subcategory, acres and predominant category selection. 

 
16.  In the Stewardship and Existing Practice Payment Contract Items 

screen, select the length of the contract and enter the starting CIN. 
 

17.  Now complete the data entry for the enhancements.  Fill in the Land 
Units and Resource Concerns section for each practice.  The box 
beside Benchmark Enhancement will automatically be checked.  You 
will need to uncheck the box if it is a NEW enhancement.   

 



 
18. After all the items have been uploaded, click on the CHECK RULES 

button and ProTracts will let you know what is incorrect in the 
contract.  It will also add the multiplier at this time and change the 
Item Status to Planned so the contract will be eligible for funding. 

 
19.   Once everything is complete and correct, print out the 1155 contract 

from ProTracts and have producer sign.  
 
 

 
 


